An Explanation of MS Word’s “Track Changes” Feature
Microsoft Word has a feature called “Track Changes” that allows the reader to see what has been changed from the original document to the final edited version of the document. This feature has been used on the editing samples shown. There are four different options for viewing or printing. To select your preferred option for viewing or printing, please do the following:

· Open the document you are interested in viewing.

· Select the “Review” tab at the top of the document. 

· Under the “Review” tab will be a dropdown menu with the following four options:
· Final

· Final: show markup

· Original
· Original show markup

· Select one of the options above for viewing or printing. 
